{***Change Transmittal 1 incorporated in red, paragraph 4.i.(2), 14FEBQO.}

COMDTM DNI NST 7041 . 1B
Commandant of M dshi pman

From:
ORGANI ZATI ON AND FI NANCI AL PROCEDURES FOR M DSHI PMEN VELFARE FUND SUPPORTED ACTI VI TI ES

Subj: e (a)  COMDTM DNI NST 1500. 11
et (b)  USNAI NST 5200.5
(c)  SECNAVI NST 5370.2J

End: (1) Organization and Duties of the Mdshi pnen Wl fare Fund
’ (2) Purchase O der Approval Form
(3) Mdshipnen Wl fare Fund Procurenent Authorization For M dshi prmen
Approval Authority for all Welfare Fund Activities
Bi d Conpari son
Recei pt Log
Di sbur senent Ledger
USNA Request for Unbudgeted M dshi pman Wl fare Funds
M dshi pnen Wel fare Fund Budget Request Form
) Yearly Financial Statenent
) Schedul e for Letting Recurrent Bids
Purpose. To pronul gate the proper handling and utilization of mdshipmen welfare funds.
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3. Background. Eligible Extra Curricular Activities (ECA s), Brigade Support Activities (BSA's), and
Club Sports will submit a budget request for financial assistance fromthe M dshipnen Wl fare Fund (MAF).
(MAF organi zation and duties are found at enclosure (1).) The annual budget will be approved each May by
the Commandant of M dshipnen for the followi ng fiscal year (MAF fiscal year being froml July to 30 June).
The annual budget will set forth the funds allocated to individual ECA BSA, and Cub Sport accounts for
the ensuing academ c year.
4, Information

a. Budget Accounts. These accounts are funded by an annual budget anopunt which conmes from for
the nost part, the annual profits earned by the USNA Store (Brigade Services Division). Mst ECAs and
Club Sports are funded with this noney, as well as various other brigade activities. Budget requests are
submitted in March to the M dshipnen Activities Oficer, Club Sports Director or the MAF Manager. The
budget approval process is described in paragraph 5.a. of this instruction. Once budgets are approved,
funds will be placed in Budget Accounts for the respective ECA BSA G ub Sport. The anount of funds placed
in Budget Accounts will not normally cover annual expenses; m dshipmen are expected to provide at |east
partial financing for their clubs, organizations, and activities.

b. Reserve Accounts. An MAF supported activity is required to
suppl ement Budget Accounts with contributions fromclub menbers. This nay be done by collecting dues or raising
nmoney in sone other way.
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These funds will be placed in a Reserve Account and will be nmintained separately fromthe activity's Budget
Account by the MAF. Financial obligations not covered or budgeted in the budget request may be paid with
funds held in the Reserve Account, if approved by the O ficer Representative. Reserve accounts are non-
Budget Accounts that are handled by the MAF. These accounts are derived fromone of the follow ng methods:
(1) Self-supporting EGA profits, such as those earned by the G ee dub Misical, Msqueraders, and Lucky Bag;
(2) Personal donations from menbers within an ECA/BSA/ O ub Sport, such as club dues; or (3) Donations from
outside sources for a particular cause, such as Wardroom accounts (either dues collected for the wardroom or
funds donated by class sponsors) and class organizations. Procurenent using noney from either type of
account will be nade follow ng the procurenent authorization rules discussed later in this section.

c. Conpany Wardroom Accounts.

(1) Although not recognized as an ECA herein, in addition to reference (a), conpany wardroons
are directed to conply with all applicable instructions regarding ECA's. The MAF Manager will maintain
financial managenment of Reserve Accounts for each wardroom Conpany Wardroons nmust nmaintain their accounts
through the MAF using Recei pt Logs and Di sbursenment Ledgers, accounts with other financial institutions are
unaut hori zed. Conpany O ficers are charged with the responsibility of adm nistering the conmpany wardroom
organi zati on.

(2) Each wardroom will have two separate accounts, a general fund which is derived from
collection of wardroom dues and fund raising efforts, and a sponsor fund which is derived from donations
fromclass sponsors. The general fund is to be used for daily operation of the wardroom (i.e. food nesses,
nmovie rentals, tail gate parties, etc.) The sponsor fund will be used for upkeep and nmi ntenance of the
war droom and nate's area within the conpany area.

d. Di shur senents. Di sbursement from Budget or Reserve Accounts will be made by the MAF after
receipt of a properly conpleted Purchase Order Approval Form (Enclosure (2)). Only two mdshipmen froma
particular activity will be authorized to sign Purchase Order Approval Forns. In order to do so, a

M dshi pnen Wel fare Fund Procurenment Authorization for M dshipmen (Enclosure (3)) nust be conpl et ed.

(1) Reallocation of funds. Activities may only use their allotted MAF noneys to purchase
those items approved in their returned budget requests. Reallocation of funds nust be submitted in witing
and approved by the Operations Oficer.

(2) Authorization Procedures. The authorization procedure for approving expenditures is
delineated in the table found at Enclosure (4). This table applies to both Budget and Reserve Account
expendi tures, and nust be followed by ALL MAF activities. Every procurement will be made by the use of a
purchase order originating fromthe MAF Office. A procurenent will not be split to avoid the linmtations
set forth at Enclosure (4). Additionally, procurenent will be consolidated to naxim ze cost effectiveness.

Expenditures made for the purpose of tailgate events are considered one event and any in excess of $250
must be approved by the Company O ficer.
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(3) Procurenmen$t Requiring Conpetition. Al  procurenent over $1,000 require
conpetition. Obtaining a mninmumof three bids is required. The MAWF Bid Conparison Form enclosure
(5), will be used to document ail bids, witten or verbal. Verbal bids nust include the name of the
poi nt of contact and tel ephone nunber. The conpleted bid conparison formnust be forwarded to the
MAF Manager prior to any orders being placed. |If orders are placed prior to the bid conparison
sheets receiving the proper level of approval, the buyer is making an unauthorized procurenent
comm tment and can either be held personally |liable or nerchandise may have to be returned. Activity
O ficer Representatives (Conpany O ficers for wardroom fund purchases) nust retain a copy of each
conpl eted bid conparison formfor three years for review by the Comrand Eval uation O fice during
audits, as required by reference (b).

(a) Any purchase over $1,000 nust be conpetitively bid and have an approved
MAF Bi d Conparison Formattached to the approval form Oders may not be split to avoid conpetition.

(b) Al'l purchases over $1,000 nust have the appropriate officer's
signature at the required approval level prior to committing any funds.

(c) Al orders (commtnment for procurenent), other than reinbursenents for
items within the scope of your authority and food for tailgate parties or wardroom nesses, nust be
pl aced fromthe MAF of fice by MAF personnel .

(4) Sole Source Procurenent. Ail sole source procurenent above $1,000 nust be
docurmented on bid conparison forns with justification. Reasons explaining why the purchase had only
one source nmust be stated. Additionally, conpanies contacted in attenpts to find conpetition nmust be
listed. Al sole source procurenment greater than $25,6000 nust be approved by the Conmandant of
M dshi pnen.

(5) Recurrent Bids. Purchase or contract will be opened for bid in accordance with the
foll owi ng procedures:

(a) Each activity's presiding mdshi pman shall designate nenber nidshipnen to
review (by appointnment) with the MAF Manager all docunents and bid specifications pertaining to the
upconming bid. The MAF Manager w ||l nake any changes, then forward the draft copy to the O ficer
Representative. The Oficer Representative will review the draft copy and return it to the MAF
Manager for final typing and nailing of the bid. Atickler file for the due dates will be naintained
by the MAF Manager.

(b) Bids will be received in double envel opes. The outer
envel ope will be addressed to the MAF Manager; the inner envelope will contain the bid and will be
sealed. This inner envelope will be clearly narked on the outside with the nane of the article for
which the bid is being subnitted (i.e., "Bid for Ring Dance d asses").

(c) The Oficer Representative will appoint a conmmittee of at least three
m dshi pmen, normally fromanong the activity's mdshi pmen officers, to be present at the bid opening
and to vote on the bids. Al bids will be opened at a single neeting, in the office of the MAF

Manager, or other designated area with the O ficer Representative present as advisor.
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(The one exception is the Class Ring Bid, which is opened with the MAF Manager and representatives
fromthe bidding ring conpanies present). After a reasonable tine for discussion and consideration
the Coomittee will vote on the bids and indicate their vote by signature on a single sheet of paper.
Any bid that may require additional time for presentations (i.e. Lucky Bag publishing and
phot ogr aphy contracts) should be arranged so that either the MAF Manager or Qperations O ficer can be
present at the meeting. The justification and the bids will be forwarded to the Operations Oficer
(or Commandant of M dshipnen if over $25,6000) for final approval (via the Oficer Representative and
the MAF Manager.)

(d) In order to avoid the charge of favoritism or undue influence by the
bi dders or from any source, the ternms submitted by each bidder shall be held as confidential until
the final vote has been referred to and approved in witing by the Comrmandant of M dshi pnen.

(e) The sheet carrying the final vote shall contain a paragraph stating that
the award was made on the nerits of the bids as submtted and that there are no witten or
suppl ementary conditions as part of the bids.

(f) It is not compulsory to select the lowest bidder, but it is to be
distinctly understood that the award is to be made on the witten bids as submtted.

(g) The Award Formw Il be utilized to make the award to the firm sel ected.
This formw Il be conpleted by the MAWF Manager and then forwarded to those persons whose signatures
are required for final approval. Wen the Awvard Formis returned to the MAF office it will be mailed
along with a letter of congratulations to the successful bidder. The unsuccessful bidders will also
be notified in witing of the results. Acceptance and Regret letters will be sent out via nail by
the MAF. Under no circunstances should any contact between the midshi pren and bi dders involved +n
the bidding process be nmade until after the contract is let. Refer any questions fromthe bidders to
the MAF Manager .

e. Petty Cash Fund. No ECA/ BSA/ Club Sport is authorized to have petty cash funds.

f. End of Year. Funds remmining in Budget Accounts after 30 June will be returned to the
MAF. Bal ances held in Reserve Accounts will be carried forward to the next academ c year.

g. Internal Reviews. All ECAs/BSAs/Cl ub Sports/Conpany Wardroons will nmintain separate
Recei pt Logs and D sbursenment Ledgers (Enclosures (6) & (7)) for their Budget and Reserve accounts.
Al'l ECAs/ BSAs/ Cl ub Sports/ Conpany Wardroons will report to the MAWF Office during the third full week
of each nonth with their Receipt Logs and Disbursenent Ledgers to verify balances and receipts. MAWF
personnel will randomy review |ledgers during this time. Any account not in agreement wth MAF
records will be reviewed for accuracy and any additional required training will be conducted.
ECAs/ BSAs/ Cl ub Sport s/ Company Wardroons that fail to nmaintain proper records will cease operations
pendi ng an investigation by the Chairman of the MAF board (see enclosure (1) for board conposition.)
Details on maintaining Receipt Logs and Di sbursenment Ledgers procedures are found in paragraph 5. b.
of this instruction. Failure to have Recei pt Logs and Di sbursenment Ledgers verified

4
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on a monthly basis will result in accounts for a particular activity being frozen and possible
di sestabl i shment of the activity.
h. Requests for Unbudgeted Funds
(1) A Contingency Fund is part of the annual MAF budget. It is a fund for
unanti ci pated, unbudgeted requirenents. If a Brigade need arises for which no funds have been

budgeted, and for which it would be appropriate to use MAF funds, a USNA Request for Unbudgeted
M dshi pnen Wl fare Funds (Encl osure (8)) mnust be conpl eted before any unbudgeted expenditures of the
MAF wi | | be approved.

This form nust. be returned to the MAF Manager after it has been either approved or
di sappr oved.

(2) The Commandant, or the Deputy Commandant if designated, is the final approving

authority for Contingency Fund expenditures. Sone exanples of typical Contingency Fund expenditures
are:

(a) Funding ECAs or BSAs that are newly forned.

(b) Funding budget requests not submitted for consideration prior to the
annual budget being approved.

(c) Funding expenses in support of national conpetitions.

(d) Funding the transportation of mdshipmen to support official Naval
Acadeny events.

(e) Funding the purchase of flowers in the event of a nidshipman's
deat h.

i. Energency Loans

(1) The Conmand Duty O ficer in Bancroft Hall has a $600
emergency loan fund in their custody. These funds belong to the MAF and are to be used only to assist
m dshi pren goi ng on energency | eave. Wien these funds are lent to a midshipnen, the CDO nust contact
the MAF Manager by 1530 the following work day to replenish the fund.

(2) To borrow a portion of these funds, a mi dshi pnan nust
conplete a Loan Contract Card (USNA-BBA-7220/164) provided by the CDO The CDO nust wite the
m dshi pman’ s nane, al pha code and dollar anmount in the register book found in the safe. The register
book and the cards are located in the Main Ofice of Bancroft Hall. The conpleted card nust be
delivered to the MAF Manager no |ater than 1530 the followi ng workday. (The MAF Manager will make
every effort to replenish the fund the same day.)

(3) Energency loans are to be repaid as specified on the loan card, in accordance
with Mdshipmen Regulations. |f, due to unusual circunstances, a nidshi pman can not repay the |oan
within the 30 days, a repaynent schedul e can be arranged by the MAF Manager. It is the m dshipnan's
responsibility to contact the MAF Manager and make arrangenents to repay the |oan.
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j . Brigade Benefits Program

(1) The Brigade Benefits Programis established to provide a neans whereby every
m dshi pman has the potential to benefit from the MAF, without being a nmenber of a specific
ECA/ BSA/ Club Sport. The prinmary purpose of the programis to provide discounted tickets to area
attractions and novie theaters. The funds may al so be used in support of projects and pronotions
proposed by the Brigade, as long as each nenber of the Brigade has the potential of taking advantage
of the program

(2) Tickets will be sold to Mdshipnen only, and at specified tines. M dshipren
will be notified in advance, whenever possible, of any changes to the schedul e.

(3) Since tickets are sold bel ow cost, the MAF Manager reserves the right to limt the

nunber of tickets sold to any individual. Movie tickets will be limted to the purchase of two per
week per m dshi pman.
( 4) Al ticket sales are final . 5.

Procedures a. Budget Requests

(1) Who submits. Any EGA (excluding religious or self-supporting ECAs), BSA, dub
Sport, and those activities receiving financial support fromthe MAF (such as training prograns,
Operations, etc.). Any other activity desiring financial assistance fromthe MAF will be considered
on a case-bycase basis.

(2) When. MAF budget requests (eight copies per request) will be subnitted to the
M dshi pmen Activities Officer, Cub Sports Director or MAF Manager by the first Friday in March, but
in no case later than the Friday prior to the comencenent of Spring Leave.

(3) Format. Requests will be submitted in menorandum format (Enclosure (9)).

(4) Specific Instructions

(a) Budget requests will specify the purpose for which
funds are to be allocated. Justification nmust be specific and nmust be witten as if it is being
submtted to a committee that is not famliar with the activity, its purpose, how the itens are used,
for what the itens are used, how often they are used, and their degree of inportance to the activity.

(b) In conpiling the budget request, if the club would have the opportunity to
conpete in a national conpetition, a separate line itemshould be noted but not added into the final
total of the request. REQUESTS FOR NATI ONAL COMPETI TI ONS W LL BE ACCOUNTED FOR I N A SEPARATE LI NE
| TEM OF THE OVERALL MAF BUDGET AND A SPECI FI C FORM W LL BE UTI LI ZED TO ACCESS THESE FUNDS. REQUESTS
W LL BE HANDLED ON A CASE- BY- CASE AND AVAI LABI LI TY OF FUNDS BASIS. (Forns may be obtained in the MAF
Ofice.)

(c) Approval for requests for parties, banquets, and alcoholic
beverages nust be obtained fromthe Conmandant of M dshi pnen.
6
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(d) Transportation requests should include travel (bus rental, van rental,
gasol i ne rei mbursement) plus reasonable |odging (based upon 3-4 person per room occupancy) costs
only, not per diem Any additional funding will be considered on a case-by-case basis.

(e) Any payment for coaches nust be approved by the Comandant of
M dshi pnen.

(f) Uniformitens of any type are not normally paid for if they are to beconme
the personal property of the m dshipmen or are not transferable to other ni dshipnen.

(9) ENDORSEMENT OF THE OFFI CER REPRESENTATI VE ON THE BUDGET REQUEST IS
REQUI RED.

(h) Once budgets are approved, funds will be placed in Budgeted Accounts for
the approved activities. Any changes to previously subm tted budget requests wll be considered for
approval on a case-by-case basis.

(i) Copies of the approved budget and original requests
will be returned to each MAF supported activity before the end of the academ c year (whenever
possi bl e) and during Reform of the Brigade in August.

(j) Groups which provide a service to the Brigade of Mdshipnen, or
pronmote the public i mage of the Naval Acadeny, can expect a higher degree of support.

b. Recei pt and Deposit Procedures. Ail deposits and receipts nust be entered in the
Recei pt Logs and Di sbursenent Ledgers (Encl osures (6) & (7)).

(1) Co.llecting Cash. |If an activity receives cash or checks
(whether fromits menbers or fromany other source), enter the date the funds were received, payee
name, and anopunt received on Enclosure (6). Club dues are an exanple of a deposit that would be
entered in a club's reserve account Receipt Log.

(2) Depositing Cash. Wen the activity deposits these funds the MAF Manager will
conplete the remaining colums. The "Total Deposit" colum should total all entries in "Anpunt
Recei ved" columm since the |ast deposit was nade. The MAF Manager will initial and date the |ast
colum of the log. After deposit, the activity treasurer must retain the MAF' s receipt and the
activity's receipt 1og together for one acadenic year for audit purposes in accordance with reference

(b)
(3) Tinmeliness of Deposits

(a) During normal working hours (0730-1600 weekdays. Ail nonies received by
the activity treasurer during normal working hours nust be deposited with the MAF Manager w thin
twenty-four hours of collection.

(b) During weekends, holidays, or after hours. The activity's treasurer
must deposit all nonies received after hours and on weekends or holidays to the MAF Manager by
1600 the next working day.
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c. Disbursenment Procedures. Ail disbursements nust be entered in the D sbursement Ledger
(Encl osure (7) )

(1) Disbursenents. A conplete entry requires: the date of the
purchase order. Conpany nane/payee in the "description colum", purchase order nunber or check nunber
in the "reference colum, " and the ampunt of the sale in the "Debit" colum.

(2) MAINTAIN A CURRENT BALANCE | N THE DI SBURSEMENT LEDGER. During the third week of
each nonth, disbursenment |edgers will be verified by the MAF Adm nistrator. Any ECA/BSA/d ub Sport or
Conmpany Wardroom that is delinquent in having its balance verified will have a delinquency letter
forwarded to the M dshiprmen Activities Oficer or Cub Sports Oficer for action. |f an organization
is delinquent for two nobnths the organization's funds wll be frozen by the direction of the
Operations Oficer. |If the organization is delinquent for three nonths, a recormendation to termnate
the activity will be forwarded to the Conmandant of M dshi pnen.

(3) Activities are not permtted to allow budget or reserve account bal ances to
run into a deficit. Proper managenment of funds is paranount.

(4) At the time an order is to be placed, if the conpany will

accept a purchase order, provide the follow ng information using enclosure (2):

- nanme of your activity

- whether the funds are to cone fromthe budget or the reserve account

- conpl ete name and address of the business to include a point of
contact and tel ephone/fax nunber

- quantity and description of the item

- anpunt per item (unit cost)

- total anpunt of the purchase

Activities are responsible for notifying MAF personnel when nerchandi se has been received and if there
are any discrepancies with the invoice. Upon notification of receipt of nmerchandise, the MA\F will
forward paynent to the company. A purchase order will never be given to a vendor w thout a stated
dol lar anpunt on the order. If the exact ampunt is unknown because of variable costs, such as
shi ppi ng charges, note a "not to exceed" dollar value on the purchase order. NOTE The MW is a tax
exenpt, organization and the tax exenpt nunber is printed on the purchase order. Copies of purchase
orders nust be retained by the ECA/ BSA/ O ub Sport/ Conpany Wardroomwi th their financial records for
one cal endar year. A tickler file will be used to track all outstanding purchase order infornation.

(5) For a business which does not accept purchase orders, conplete the purchase order
approval form and include the exact amount of the purchase. Upon receipt of the form the MAF
Accountant will make a check payable to the vendor. You nust return the receipt for the purchase to
the MIF Ofice within seven days of picking up the nerchandi se.

(6) A purchase order approval formmay be conpleted to reinburse an individual for
meking an authorized purchase for the activity. A receipt nust acconpany this form A purchase by a
m dshipman is deemed authorized if the Oficer Representative or Conpany Oficer has given
authorization for the treasurer to sign for procurenment of $250 or less as long as the purchase is
within the scope of their authority or is part of approved line itens in the budget.
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(7) A check may be mmde payable to an individual for an advance of funds (i.e. to
purchase food for tailgate parties) by conmpleting a purchase order approval form signed by the
appropriate person (s). A receipt nust be returned in the anobunt of the check. |If all nonies have
not been spent, the bal ance nust be returned to the MAF Accountant. The total of the receipts and
the cash nust equal the anount of the check that was issued. Receipts nmust be turned in within seven
days of the purchase. |If receipts are not turned in within the prescribed time, notice will be sent
to the Oficer Representative/ Conpany O ficer regarding nonconpliance with this instruction. If no
receipt is turned in after contacting the Oficer Representative/Conpany O ficer, the MAF Manager
will contact the M dshipnmen Activities Oficer or Qub Sports Oficer. Individuals who fail to turn
inthe required receipts will be held accountable and responsi ble for recoupnent of these funds. In
the case of funds in advance for tailgate expenditures - no funds for subsequent events wll be
advanced until ail outstanding funds are reconcil ed.

d. Cash Deposits. Al activities that are supported by, or whose funds are managed by, the
MAF shall make all cash deposits with the MAF Manager. |In the Manager's absences, deposits will be
made with the MAF Accountant.

(1) Al checks which are presented for deposit should be made payable to either
"M dshi pren Wl fare Fund" or the appropriate ECA/BSA/Club Sport. |If the check is made payable to
"M dshi pren Welfare Fund," |ist the appropriate account nunber on the check for the ECA/ BSA/ C ub
Sport. Account nunbers are available fromthe MAF Accountant.

(2) RETURNED CHECK PQLI CY. Persons who have checks returned to the MAWF for any reason
wi |l be charged a ten dollar ($10) fee per returned check. Any other charges inposed by the MWF' s

financial institution will also be passed on to the witer of the check. Except for the returned
check fee, all charges will be made agai nst the account to which the original deposit was posted.
e. Review of Financial Records. Reviews will be conducted by the

Command Eval uation O fice, USNA on a yearly basis in accordance with reference (b). The purpose of
this reviewis to nmake sure sound accounting principles are practiced. Al ECAs/BSAs/d ub Sports and
Conmpany Wardrooms are required to conplete a yearly financial statement (Enclosure (10)) for their
turnovers at the end of the academic year. |In addition to submtting end of year financial reports
to the Mdshipnen Activities Oficer, a copy of the report nust be forwarded to the MAF Manager.

(1) Those organizations requiring reviews are:

Class Organizations (i/c, 2/c, 3/c, 4/c) Gdee Cub
Musi cal Lucky Bag Masqueraders Conpany \Wardroons

(2) Al ECAs/BSAs/C ub Sports/Conpany Wardroons will adhere to the follow ng
procedures:
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(a) Prepare a yearly financial statenent (Enclosure (10) in duplicate. The
yearly statement will be prepared by the Business Manager/ Treasurer/Wardroom Representative and wll
be signed by both the incunbent and incom ng mdshipren, stating that all records, funds, and
accounts are in order and have been properly turned over. A copy of this financial statenent should
be retained with the organi zation's records.

(b) The Busi ness Manager/ Treasur er/ Wardroom Representative and the Oficer

Representative or Conpany O ficer will make ail substantiating records available for review when
advi sed of the review date. |If the records requested are not turned in by the requested date, a
letter will be sent to the Deputy Commandant of M dshiprmen, via the Operations Oficer, requesting

assi stance in obtaining the records.

(3) The Command Eval uation O fice will:

(a) Conduct reviews including (but not limted to): verification of receipts.
Recei pt Log, Disbursenent Ledger, invoices, billings, special funds, expenditures, authorizations,
end-of -t he-year reports and any other pertinent records.

(b) Make reconmendations for inprovenent of any
defi ci enci es.

(c) Forward the reviewto the Superintendent with copies to the Comrandant of
M dshi pren, Operations O ficer, Mdshipnmen Activities Officer/Cub Sports Oficer, MAF Manager, and
the Oficer Representatives/Conpany O ficer of the activities reviewed.

(4) The MAF Manager will nmaintain a master file of all reviews conducted.

(5) Turnover. Wen the Oficer Representative/Conmpany Oficer or Business
Manager/ Treasurer is relieved of assigned duties, a review of the account will be conducted by the
MAF Manager prior to turnover. |If required, a witten report of the review stating all findings will
be made to the Deputy Commandant (via; (1) Mdshipnen Activities Oficer; and (2) Operations Oficer.
)

(6) Sales Transactions. Al sales transactions involving cash sales of naterials such
as shirts, ball caps, shorts, yearbooks, calendars, etc., will have strict accountability maintained
frominitial receipt of material to conclusion of sales. As a mnimm this should include: an
initial inventory of all material; custody receipts for all transfers and sales of material;
mai nt enance of a conplete |edger of all transactions; and a final inventory of all material.

6. Solicitation. |In consonance with the spirit and intent of reference (c) which prescribes the
Depart nent of Defense Standards of Conduct, mdshiprmen will not solicit or accept any gift, gratuity,
favor, entertainment, |loan, or anything of nmonetary value for their personal use or for the use of
their organi zation. Expenses incurred by an activity nust be paid for by nonies held in the MAF.
Activities and expenditures are linmted to those indicated by the annual budget as approved by the
Commandant of M dshi pnen.
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7. Lucky Baa and R ng Dance Refunds. Lucky Bag and R ng Dance Committee Busi ness Managers will

automatically provide a refund for the itemor event

fromthe Naval Acadeny:
LUCKY BAG REFUND

4/ C year 3/C Year 2/C Fyll Refund Full

Year Ref und ~ Refund

1/ C Year

N Refund (Prior to I Nov)
None (I Nov and after)

Di stribution:

Comrandant Deputy Commandant

OPS O ficer

Al'l Conpany O ficers Oficer
Reps- ECAS MAF Manager

Club Sports Director Mdn
Activities Oficer MAF Accountant

i ndi cated bel ow to those m dshi pnren separat ed

RI NG DANCE REFUND N A

N A

Ful | Refund (1lst senester) No
refund (2nd senester)
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ORGANI ZATI ON AND DUTI ES OF THE M DSHI PMEN VELFARE FUND

1. Personnel

a. The Commandant of M dshiprmen has final authority over the M dshipnen Wl fare Fund
( MAF) .

b. The MAF chain of command is depicted in the follow ng chart.

Commandant of M dshi pren Deputy
Commandant of M dshi prmen
Operations O ficer Mdshipnen
Activities O ficer MAF Manager
MAF Account ant
2. Duties of MAF Personnel a. MAF

Account ant duties :

(1) process purchase orders for all MAF activities.
(2) Make all MAF disbursenents by check for all MAF activities.
(3) Prepare and produce nonthly incone statenents.

(4) Maintain MAF cash di sbursenents journal.

(5) Bring to the attention of the MAF Manager any account that is over-expended.

(6) Close out all budgeted accounts at the fiscal year's end (30 June) and
pl ace all unspent npneys tenporarily into the MAF Contingency Fund Reserve Account.

(7) Conduct and reconcile daily sales of tickets provided through the Brigade
Benefits Program

b . MAF Manager duties :

(1) Train and assist mdshipnen in properly conpleting purchase order approval
forms, bid conparison sheets, disbursement |edgers, and receipt |ogs.

(2) Conduct a nonthly check of all MAF activities' disbursenent |edgers and
receipt logs. This nonthly check is conducted during the third week of each nonth, unless
promul gat ed ot herwi se by the MAF Manager. This check is mandatory for ALL MAWF activities. |If

an activity fails to report to the Manager, the M dshipnen Activities Oficer will be notified
and will take action as required.

(3) Monitor energency |oan paynents, ensuring that all loans are paid off in a
timely manner and that no midshi pnen graduates or separates before their |oans are paid.

enclosure (13
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(4) Ensure that the combination to the CDO safe is changed quarterly.

(5) Organize and supervise the negotiation of all recurring MAF
contracts.

16) Receive all cash deposits for the Wl fare Fund.

(7) Ensure that ail expenditures using budget account noney are nade only for itens
listed in the approved annual budget.

(8) Ensure that no Welfare Fund account is over-expended.
(9) Prepare the Annual MAF Budget.
(10) Admi ni ster the MAF Budget.

(11) Sign purchase orders witten on MAF accounts in the absence of Operations
Oficer.

(12) Sign purchase orders witten against the MAF Manager and
Bri gade Benefits Program accounts and other accounts for which there is direct oversight.

(13) Oversee the use of the MAF Contingency Fund. Specifically, to provide input to
the Deputy Conmmandant via the Operations Oficer on how the funds shoul d be spent.

(14) Oversee and administer the Brigade Benefits Program
Specifically, to determne types and quantities of tickets to be purchased or consigned. To recomend
prograns to the Operations O ficer that should be supported through this account.

c . Mdshipnmen Activities Oficer duties :

(1) Ensure the Welfare Fund is spent only to the best interests of the Brigade of
M dshi pnen.

(2) Hold general Wlfare Fund information lectures for Officer Representatives and key
ECA/ BSA/ Cl ub Sport personnel at the beginning of each acadenmi c year and whenever required.

(3) Sign checks against the Wl fare Fund in the absence of the Operations Oficer
and Assistant Operations Oficer.
d. Assistant Operations Oficer duties:

(1) Sign checks against the Wlfare Fund in the absence of the Operations

Oficer.
e . Operations Oficer duties : (1) Sign purchase orders and checks witten on MAF

accounts,
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ensuring ail checks to be signed have recei pts and purchase orders acconmpanyi ng them

(2) Oversee the MAF budget.

(3) Ensure the Welfare Fund is spent only to the best interests of the Brigade of
M dshi pnen.

(4) Supervise the use of the MAF Contingency Fund. Specifically, to provide input to
the Deputy Conmmandant regardi ng how the funds shoul d be spent.

(5) Supervise the Brigade Benefits Program Specifically, to determ ne prograns
that shoul d be supported through this account.

(6) Be cognizant over the ambunt of Brigade Services available for the MWF s use prior
to the budget neetings held each spring.

3. M dshi pnen Wl fare Board and Committee. Under the direction of the Commandant, the
admini stration of the MAF is assisted by the Mdshi pmen Welfare Board. The Board is conposed of
conmi ssioned officers and civilian staff. The Board receives input fromthe Mdshipnen Wlfare

Committee, which is conposed of six mdshipmen. The nenbership and duties of the Board and Committee
are |isted bel ow.

M dshi pnen Wl fare Board
Operations Oficer Conmandant's Budget O ficer Assistant Qperations Oficer Mdshipnen Activities
s Oficer Cub Sports Director MAF Manager Logistics Oficer
(2)
(a) Meet in the first week of April to prepare
the annual budget, and at other tinmes

Duti es: The Board will
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Cl ass Vice President Reginental Sub-comander Regi nental
Class Vice President Cass Vice President

Sub- commander d ass Vice President



(2)
Duti es:
The

Committe
e wll:

(a) Meet in March, one week
prior to the Board' s budget
meeting. They will make budget
recommendations and will devel op
proposals for presentation to
the Board. The Committee will
nmeet at other-times as
determined by the Comittee
Chai r man.

(b) Represent ail nenbers of
the Brigade concerning the MAF,
and ensure that benefits are
shared as fairly as possible
t hroughout the Bri gade.



